
 

Approve Telework Agreement 

Approve a Telework Agreement (Supervisor/Manager View) 

1. Select the GSA Manager Telework Agreement tile from the Manager Self Service 
homepage. 

 

2. Select the employee’s pending form.. 
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3. Select the Go to Agreement button. 

 

4. Note: If the agreement is a recertification of a previously approved telework agreement, a blue 
status banner at the top of the page will state, “This is a recertification. No changes have 
been made by the employee since this agreement was last approved.” 

5. Review the employee’s telework agreement responses on the Summary tab. 
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6. Select the Next button at the bottom of the screen. 

 

7. Select Yes, No-Reason 1 or No- Reason 2 from the drop-down menu under the statement, 
“Please validate your Employee’s Position Telework Eligibility.” 

a. Yes indicates the employee is eligible for telework. 
b. No indicates the employee is ineligible for telework. If either No reason is chosen, 

the page will skip to Section D.  Supervisor Certification.  
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8. Select No, Yes-Reason 1 or Yes-Reason 2 from the drop-down menu under the statement 
“The employee is permanently ineligible to telework.” 

a. No indicates that the employee is eligible for telework. 
b. Yes indicates that the employee is ineligible for telework. If either Yes reason is 

chosen, you will skip to Section D. Supervisor Certification. 

 

9. Select No or Yes from the drop-down menu under the statement “The employee is 
temporarily ineligible to telework” (under heading C. Employee Temporary Ineligibility). 

a. No indicates that the employee is eligible for telework. 
b. Yes indicates that the employee is temporarily ineligible for telework. If Yes is 

selected, you will be able to select a reason for temporary ineligibility and enter a 
plan outline for reinstatement of telework eligibility. 
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10. Under Telework Agreement Certification in Section D. Supervisor Certification, select the 
drop-down menu to choose Approved to approve the telework agreement or Send Back to 
Employee/Denied to send the telework agreement back to the employee for modifications 
or to deny the request. 

 

11. Enter Additional Comments, if applicable. Select the Save & Submit button to approve (or 
send back/deny) the telework agreement. 
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12. The confirmation page will appear. In this example, the banner states, “The employee’s 
telework agreement has been Approved.” Select the Go to Agreement button to view and 
print the agreement. Select the Return to Search button to return to the GSA Telework 
Approval homepage. 
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